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You Must Apply Online for 

DIA Civilian Jobs 

 For best results, use Internet 

Explorer to prepare your 

application.
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The application package you build 

online will contain:

 Your résumé – built on-line

 Your responses to the Mandatory 

and Highly-desired Assessment 

Factors

 Any required attachments
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RULES FOR ALL TO FOLLOW 

WHEN WORKING IN DIA’s EMPLOYMENT 

SITES

1. Use TAB – rather than ENTER, to move from 

one field to another.

2. DO NOT use the “BACK” button/arrow.   Instead 

use the links on the page to move to a previous 

screen.

3. Save your work often – the system times-out if 

you have not moved from one field to another 

for a period of 30 minutes.
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Unclassified 

For ALL Applicants Applying on 

NIPRNet / the Internet

If you apply on the 
internet/NIPRNET, 
using Microsoft 
Internet Explorer, 
go to www.dia.mil.  

Click “Vacancies” 
or Search & Apply 
for Jobs” 

Special Status 
applicants 
should NOT 
apply on the 
internet/NIPRNet

http://www.dia.mil/
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Visit the 

various links 

on this page 

to learn more 

about 

employment 

at DIA.

When you’re 

ready to 

move on –

click the BIG 

BLUE 

BUTTON

For All Applicants Applying on the 

Internet
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You will be 

asked if you 

are a 

current DIA 

civilian 

employee.

If you ARE a DIA civilian employee, 

in order to apply through 

www.dia.mil, you’ll need to click “No” 

to proceed.

For All Applicants Applying on the Internet

http://www.dia.mil/
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The first time you 

visit our site, you’ll 

need to create an 

account with your 

e-mail address and 

a password.

NOTE – to receive  

e-mail messages 

about your  

application – be 

SURE to enter your 

e-mail address for 

the network on 

which you are 

applying.  

You will be 

able to 

access your 

application 

ONLY on the 

network on 

which you 

prepared it!

For All Applicants Applying on the 

Internet
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Enter your e-mail 

address and 

password here.

Click “Register”

For All Applicants Applying on the 

Internet
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Click here to 

start your 

search for 

vacancy 

announcements 

and information 

about other 

recruiting 

activities.

For All Applicants Applying on the 

Internet
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On this page, 

you can specify 

parameters 

which will 

narrow your 

search – by 

occupational 

group, by 

location, …..

For All Applicants Applying on the 

Internet
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On this page, 

you can specify 

parameters 

which will 

narrow your 

search – by 

occupational 

group, by 

location, …..

For All Applicants Applying on the 

Internet
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…….. by 

keyword, by VA 

number, salary 

or grade.  BE 

CAREFUL –

don’t make your 

search so 

specific that 

you miss some 

jobs!  

When you are 

ready to shop, 

click 

“Search”…..

TIP: to view ALL 

announcements, 

leave this form 

blank and click 

“SEARCH.”

For All Applicants Applying on the 

Internet
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These are your search results - -
Click here to put 

this job in your 

Job Basket – from 

there, you’ll 

prepare your 

application.

Click here to 

see the 

vacancy 

announcement.

Click here to see 

the assessment 

factors for the job. 

When you have made your selections, 

click here to view the contents of your 

Job Basket.

For All Applicants Applying on the 

Internet
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For All Applicants Applying on the Internet

This is the Vacancy Announcement

This is the top 

section of the 

Vacancy 

Announcement, 

showing the 

basic 

information 

about the 

position.

More information 

is available under 

these tabs.
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For All Applicants Applying on the Internet

The center 

section of the 

announcement 

describes the 

duties of the 

job. 
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For All Applicants Applying on 

the Internet

This section 

describes the 

basic 

qualifications 

for the job.
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For All Applicants Applying on the Internet

In this section, 

you will view 

the 

assessment 

factors to 

which you 

must respond 

in the on-line 

application.
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For All Applicants Applying on the Internet

On the 

Additional Job 

Requirements 

page, you’ll 

more about  

agency 

requirements 

related to this 

job.
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For All Applicants Applying on the Internet

This page is for 

external 

applicants only.  

It lists agency 

employment 

criteria which 

must be met 

before a final 

job offer  can be 

made.
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For All Applicants Applying on the Internet

The agency’s 

Conditions of 

Employment 

are signed by 

all new 

employees 

when they are 

hired.
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For All Applicants Applying on the Internet

In this 

section, 

you’ll find a 

list of FAQs 

relating to 

the 

application 

process. 
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For All Applicants Applying on the Internet

The final tab 

contains the 

standard  

government 

Privacy Act 

Statement
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This is your Job Basket – for each vacancy 

announcement, you can choose to start your 

application, delete the job from the basket, or leave the 

job there to start another time.

For All Applicants Applying on the 

Internet
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For All Applicants Applying on the 

Internet
Start your 

application here!  

The application 

process will involve 

your putting 

information into 

each of sixteen 

sections (bubbles). 

(Internet/NIPRNET 

has only 15 

bubbles)

The information 

that you enter will 

be merged to create 

your application 

package.
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For All Applicants Applying on the Internet

At the bottom of each page, you can choose to 

1. Save Draft and Exit – saves your data and takes you 

out of the system.  

2. Save Draft and Continue - Save your data and 

continue working on the application. NOTE: The 

system times-out if you have not moved from one field 

to another for a period of 30 minutes.

3. Contact Us – provides a list of help-desk information

4. Previous – moves to the previous bubble/page

5. Next – moves to the next bubble/page 
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For All Applicants Applying on the 

Internet

You’ll work through 

each of the 16 

bubbles – building 

your application 

package as you go.

This page is 

crucial – we must 

be able to 

contact you!
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For All Applicants Applying on the Internet

Your provision of 

self-identification 

information is 

optional.  

The information 

from this page will 

NOT be sent to 

selecting officials.
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For All Applicants Applying on the Internet

On this page you’ll 

identify your 

citizenship and 

federal government 

work experience, 

including your 

military service.

NOTE - in order to be 

granted Veteran’s 

Preference, you must 

attach appropriate 

documenting paperwork 

(DD-214, etc.)
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For All Applicants Applying on the Internet

Click here to 

add your work 

experience.
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For All Applicants Applying on the Internet

Enter each of 

your instances of 

work experience 

on a separate 

page.  Click “OK” 

at the end of each 

entry. 

You’ll be taken 

back to the main 

Work Experience 

Detail page –

where you will 

click “Add” to 

enter another job.

Tips: 

Your work experience 

narrative should 

be very thorough –

remember – this is 

your sales pitch!

- Avoid unexplained 

acronyms and 

buzz words that 

may have been 

specific to a job.   



Directorate for Human Capital

Follow a similar 

process to document 

your college/university 

degrees…….

32

For All Applicants Applying on the Internet

Use the magnifying 

glasses to look-up your 

degree, major, etc.
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For All Applicants Applying on the Internet

…and again to document 

your non-college-university  

education/training
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For All Applicants Applying on the Internet

Tell us about your honors and 

awards on these pages ....
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For All Applicants Applying on the Internet

List your licenses and 

certificates here …..
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For All Applicants Applying on the Internet

and record your 

language skills here …..
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For All Applicants Applying on the Internet

Click the drop-down 

arrow and select 

one of the 5 

responses for each 

factor. 

You CANNOT 

submit your 

application until you 

respond to each 

mandatory factor.

It is your responsibility to 

“prove” your factor 

responses – within your 

other application sections. 
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For All Applicants Applying on the Internet

For the Highly-desired 

Assessment  Factors, click 

the drop-down arrow and 

select either “Yes” or “No.”

Responses to the highly 

desired factors are 

recommended, but not 

required.   The responses are 

used ONLY as tie-breakers.

It is your responsibility to 

“prove” your factor responses 

– within your other application 

sections. 



Directorate for Human Capital

39

For All Applicants Applying on the Internet

IF you have listed college 

education, you will be 

asked to attach a copy of 

your transcript(s).

IF you are claiming 

veteran’s preference, you 

will be asked to attach 

documenting paperwork.

IF you do not have 

electronic copies of these 

documents – and cannot 

scan them – call the 

personnel contact listed 

on the announcement to 

ask how to proceed.
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For All Applicants Applying on the 

Internet

On this page, you’ll 

tell us how you 

learned about us.
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For All Applicants Applying on the 

Internet

You may submit 

only ONE 

application to any 

ONE announcement 

– per day.  If you 

find an error and 

need to re-submit –

you’ll have to wait 

until the next day.

THE LAST 

BUBBLE!

You may “Save 

as Draft”

OR –

Click “Submit”

to send your 

application to 

us.
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For All Applicants Applying on the Internet

When you Save as 

Draft – you’ll next 

see this screen.

Click OK to review 

and print your 

application.

Click here to 

continue - or to 

delete this 

application.

Click here to view your 

application data.
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For All Applicants Applying on the Internet

This is your Draft Application.  If 

you push the “Print Application”

button, the system will send a 

copy of the final application to 

you as an e-mail attachment – in 

PDF format.

You’ll see 

similar 

screens 

when you 

push the 

Submit

button.
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For ALL potential applicants

If you’ll tell us what types 

of jobs interest you, we’ll 

send an e-mail message to 

you when jobs that match 

your criteria are posted!

Click here to tell us what  

you’d like!  You can change 

your requests at any time!
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For ALL Potential Applicants

You can define your 

Job Alert request by 

job category, 

location, keyword, 

salary, or pay grade.  

Be careful –

sometimes you can 

set your parameters 

TOO closely!  You 

don’t want to miss 

great opportunities.

You may come back 

at any time and 

change your settings. 
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For ALL Applicants

How will you know the status of your application?

We will send an e-mail message to you: 

1. When we receive your application.

2. When your application is being referred for further 

consideration.

3. If we are no longer considering your application 

4. If the vacancy announcement is cancelled.
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For everyone!

Need Help with the on-line application process?

Please contact the eZHR Help

Desk at (703) 699-7400

(DSN 312-499-7400).

 We're available:

Monday-Friday 7:00 a.m. - 11:00 p.m. ET 

Saturday-Sunday 11:00 a.m. - 10:00 p.m. ET 

e-mail (NIPRNet,internet): diajobs_help@dia.mil

mailto:diajobs_help@dia.mil

